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Query letter for misconduct
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
Subject: Query Letter for misconduct at [XYZ]
I [name], [designation] from the HR department am writing to inquire about a complaint we have received regarding your slackness at work. you have been a valued employee for the last [number] years and your performance over this period has been exemplary. 
However, it has been reported by your team leader Mr. [name], that recently you have become very tardy and it is affecting your work. You frequently extend your lunch breaks to twice the allocated time. Despite frequent reminders, you still have not shown any improvement in this regard. 
On [date] there was an important progress meeting with the client. Your team kept waiting but you did not arrive even an hour after the lunch break was over. This is very unethical and unprofessional and left a very bad impression on the clients and embarrassed your team.
The company policy is very clear in this regard, there is to be no tolerance of such carelessness. All the team works in tandem and the absence of one member slows everyone down client meetings are very important and no carelessness can be tolerated in this regard. 
This letter is being written to inform you that you have to give an explanation for your absence from the meeting by [date] in written form. If the administration is not satisfied with your explanation, disciplinary action would be initiated against you.
We hope that you understand the gravity of the situation and respond appropriately and in time. looking forward to more responsible behavior from your side in the future.
Yours Sincerely.
Name
Designation
Department name
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